
TABLE OF CONTENTS 

1. Personnel and Pay Systems Overview 
 Responsibilities 1-2 
 Information Flow 1-4 
 Contacting the Personnel Service Center 1-6 
 Signature of Responsible Officer 1-7 
 Procedures for Authorizing Direct Access Command Users 1-9 
 Procedures for Designating Direct Access SPO and SPO Supervisor Users 1-13 
 Directives Referenced in this Manual 1-17 
 Forms and Worksheets Referenced in this Manual 1-20 
 Exhibit 1-1: Suggested format for MOU between Unit and SPO for 

maintenance of member competency data 
1-26 

 Exhibit 1-2: Suggested format for MOU between Unit and SPO for the 
assumption of SPO data entry responsibilities 

1-28 

   
2. Movement of Personnel 

 A. Permanent Change of Station  
  The PCS Transfer Process 2-A-2 
  PCS Departing Checklist 2-A-3 
  PCS Reporting Checklist  2-A-5 
  Overseas Transfer Checklist 2-A-6 
  Automatic Stops of Pay and Allowances 2-A-8 
  How to Prepare NATO Supplemental Orders 2-A-10 
  Fax of PCS Advance Requests 2-A-12 
 B. Temporary Duty  
  The Temporary Duty (TDY) Order 2-B-2 
  The Travel Claim Process and Responsibilities 2-B-4 
  Travel Preparation and Examination (T-PAX) Process 2-B-5 
  The Traveler 2-B-9 
  The Proxy 2-B-10 
  The Signature Proxy 2-B-11 
  The Approving Official (AO) 2-B-12 
  Personnel Service Center (PSC) 2-B-14 
  The CG Finance Center (FINCEN) 2-B-15 
  Records Maintenance 2-B-16 
  Audits 2-B-17 
  Amendments to TDY Orders 2-B-21 
  Blanket Travel Orders 2-B-22 
  Group Travel Orders 2-B-23 
  Leave and Liberty Combined with TDY Travel 2-B-24 
  Pay Entitlements Affected by TDY 2-B-26 
  Preparation of TDY Order (CG-4251) Blocks 1-11 2-B-27 
  Preparation of TDY Order (CG-4251) Block 12 2-B-29 
  Preparation of TDY Order (CG-4251) Blocks 13-19 2-B-31 

Continued on next page. 

Table of Contents CH-13   i



TABLE OF CONTENTS 
 

 CH-13 Table of Contents ii 

 
2. Movement of Personnel, Continued 

 B. Temporary Duty (Continued)  
  Letter Travel Order  (Example) 2-B-32 
  Authenticated Original Message/E-mail Order (Example) 2-B-33 
  Temporary Duty (TDY) Checklists 2-B-35 
  Reimbursement Methods 2-B-37 
  Submission of Manual Travel Claims 2-B-41 
  Rules for Claiming Official Phone Calls 2-B-44 
  Accounting Data 2-B-45 
 C. Active Duty for Training  
  The ADT Process 2-C-2 
  Amendments to ADT Orders 2-C-6 
  Preparation of Annual Screening Questionnaire 2-C-7 
 D. Active Duty Other Than Training  
  Projecting Cost of ADSW-AC Orders 2-D-2 
  Document ID’s (TONO) for ADSW-AC Orders 2-D-3 
  Accounting Line Data for ADSW-AC Orders 2-D-4 
  How to Process an ADSW-AC Order 2-D-6 
 E Selected Reserve Assignments and Transfer  
  Junior Reserve Officer and Senior Reserve Enlisted Assignments 2-E-2 
  RELAD Assignments: E2-E6 2-E-7 
  Junior Enlisted Reserve Assignments (Other) 2-E-5 
  Reserve Junior Enlisted Assignments Waiting Lists 2-E-6 
  Voluntary Transfer from SELRES to IRR/ISL/ASL 2-E-12 
  Transfer from IRR/ISL/ASL to SELRES 2-E-14 
  Involuntary Transfer or Recall of SELRES for Unsatisfactory Participation 2-E-16 
 F PCS to Patrol Forces Southwest Asia (PATFOR SWA)  
  Mobile Unit Designation 2-F-2 
  PCS Travel 2-F-3 
  PCS Orders Remarks 2-F-4 
  HHG/Unaccompanied Baggage 2-F-5 
  POV Transportation/Storage 2-F-7 
  Station Allowances (OHA and COLA) 2-F-8 
  Allowances for Members With Dependents (FSA, DLA, BAH, OHA and 

COLA)  
2-F-9 

  Basic Allowance for Subsistence  2-F-11 
  Hardship Duty Pay, Imminent Danger Pay and Combat Allowances 2-F-12 
  PDR Handling  2-F-13 
  Points of Contact 2-F-14 
  Entitlements Summary (Exhibit 2-F-2) 2-F-15 
 

Continued on next page 



TABLE OF CONTENTS 

 
3. Accessions, Separations, and Reenlistments 

 A. Accessions  
  Process for Accessions 3-A-2 
  Types of Accessions 3-A-4 
  Recalled Retired Members 3-A-5 
 B. Separations  
  The Separation Process 3-B-2 
  Immediate Separation Processing 3-B-5 
  Priority Separation Processing 3-B-7 
  E-Mail Format for Immediate and Priority Separations (Exhibit 3-B-1) 3-B-9 
  Routine Separation Processing 3-B-10 
 B. Separations  
  Cancellation of Document Numbers and Accounting Data for Separation 

Orders (Exhibit 3-B-2) 
3-B-12 

  Preparation of Separation Orders (Exhibit 3-B-3) 3-B-13 
  Enlisted to Cadet Status Processing 3-B-14 
  Regular Retirement Separations 3-B-15 
  Disability Retirement Separations 3-B-16 
  Checklist for Separations 3-B-18 
  Checklist for RELAD 3-B-21 
  Checklist for Discharge 3-B-22 
  Checklist for Retirement 3-B-23 
  Reserve Retirement Separations 3-B-26 
 C. Continuance on Active Duty  
  Reenlistment and Voluntary Extensions/Reextensions 3-C-2 
  Checklist for Reenlistment or Extension 3-C-3 
  Retention of Members in a Pay Status other than Military Confinement 3-C-5 
  Retention of Members in a Non-Pay Status or in Military Confinement 3-C-6 
  Active Duty Extension of Reserves and Recall of Retirees 3-C-7 
  Immediate Enlistment in Coast Guard Reserve Upon Discharge from the 

Regular Coast Guard 
 
3-C-8 

  Immediate Enlistment of Reserve Members on Extended Active Duty 
in the Regular Coast Guard 

 
3-C-9 

 
Continued on next page 

Table of Contents CH-13   iii



TABLE OF CONTENTS 
 

 CH-13 Table of Contents iv 

 
4. Career Development 

 A. Enlisted Advancements  
  Headquarters Advancement Checklist 4-A-2 
  Commanding Officer Advancement Process 4-A-3 
  Commanding Officer Advancement Checklist 4-A-4 
 B. Warrant Officer Appointments  
  Warrant Officer Appointment Process 4-B-2 
  Warrant Officer Appointment Checklist 4-B-3 
  Warrant Officer Appointment Process (Reserve) 4-B-4 
  Warrant Officer Appointment Checklist (Reserve) 4-B-5 
 C. Education and Qualification  
  Training and Educational Accomplishments 4-C-2 
  Individual’s Record of Small Arms Training 4-C-4 
  Lump Sum Payments for VEAP or MGIB-K Programs 4-C-5 
  Procedures to Enroll in MGIB for Certain VEAP Participants 4-C-7 
  Managing Competencies 4-C-10 
  Insignia 4-C-11 
    

5. Personnel Administration 
 A. Decedent Affairs  
  Designation of Beneficiaries and Emergency Contacts 5-A-2 
  Servicemembers’ Group Life Insurance (SGLI) 5-A-4 
  SGLI Family Member Coverage 5-A-11 
  Casualty Reporting 5-A-14 
 B. Dependent Affairs  
  Dependency Information 5-B-2 
  BAH/Dependency Data Form 5-B-4 
  TRICARE Dental Plan 5-B-6 
  Applying for a DD Form 1173 5-B-8 
  Verification of Eligibility for the DD Form 1173 5-B-10 
  Reserve Family Member Identification Card  5-B-12 
  Information Concerning the DD Form 1172 5-B-14 
  Defense Enrollment Eligibility Reporting System (DEERS) 5-B-16 
 C. Maintenance of Personnel Information  
  Annual Verification of BAH/Dependency, Beneficiaries, SGLI, and 

Emergency Data 
5-C-2 

  Requesting Statements of Creditable Service 5-C-5 
  Personnel Data Information File (PDIF) 5-C-8 
  Personnel Data Extract (PDE) 5-C-9 
  Security Clearances 5-C-10 
  Transcript of Sea Service (TOSS) 5-C-11 

Continued on next page 



TABLE OF CONTENTS 

 
5. Personnel Administration (Continued) 

 D. Miscellaneous  
  Leave Authorization (CG-2519) 5-D-2 
  Leave Carried over in Excess of 60 Days 5-D-4 
  Issuance of the Common Access Card (CAC) 5-D-6 
  Manual Preparation of the DD Form 2 CG (active ID card) 5-D-9 
  Reporting Change in Mailing Address 5-D-11 
  Employment Verification 5-D-12 
  E-Resume 5-D-13 
  Assignment/Termination of Government Quarters 5-D-14 
  Permissive Travel Authorization 5-D-16 
  Corrections/Changes of Name, SSN, Date of Birth, or Minority 

Designator 
5-D-17 

  TRICARE Selected Reserve Dental Program 5-D-19 
  Issuance/Termination of Official Passport 5-D-21 
    

6. Payment of Personnel 
 A. Notification of Pay  
  Pay Delivery Method 6-A-2 
  Leave and Earnings Statement (LES) 6-A-3 
  Pay Notification for Members assigned to 

Deployed Cutters or Overseas/Isolated Units 
 
6-A-5 

 B. Types of Payment  
  Regular Payments 6-B-2 
  Special Payments 6-B-3 
  Offline Payment Request Template  6-B-5 
  Advance Payments 6-B-6 
  Death Gratuity Payments 6-B-8 
 C. Methods of Payment  
  Payment of Mobile Unit Personnel 6-C-2 
  Payment of Recruits 6-C-4 
  Requesting an Accelerated SRB Payment 6-C-5 
    
 D. Payment of Inactive Duty Reservists  
  IDT Prerequisites 6-D-2 
  The IDT process 6-D-4 
  Drill Orders 6-D-6 
  Example of IDT Drill Order Letter (To Unit) 6-D-8 
  Supervisor Endorsement on IDT Orders 6-D-9 
  Example of Amendment to IDT Drill Order Letter 6-D-10 
  IDT Certification Sheet 6-D-11 
  Waiver of Pension/Disability Compensation or Retired Pay 6-D-12 
  Annual Reserve Retirement Point Statement 6-D-14 
  Disability Processing 6-D-16 

Continued on next page  

Table of Contents CH-13   v



TABLE OF CONTENTS 
 

 CH-13 Table of Contents vi 

 

7. Special Pay and Allowances 
 A. Special Pay  
  Aviation Career Incentive Pay (ACIP) 7-A-2 
  Hazardous Duty Incentive Pay (HDIP) 7-A-3 
  Flight Deck Hazardous Duty Incentive Pay (FDHDIP) 7-A-4 
  High Pressure Chamber Hazardous Duty Incentive Pay (HPCHDIP) 7-A-5 
  Special Pay-Duty Subject to Hostile Fire or Imminent Danger (HF/ID) 7-A-6 
  Funeral Honors Duty Allowance for Reservists 7-A-8 
  Hazardous Duty Incentive Pay for Visit, Board, Search and Seizure 

Boarding Teams 7-A-9 
  Combat-Related Injury Rehabilitation Pay 7-A-11 
  Foreign Language Proficiency Pay 7-A-13 
 B. Allowances  
  Refund for Missed Meals – Discounted Meal Rate (DMR) 7-B-2 
  Family Separation Allowance (FSA) 7-B-3 
  Overseas Housing Allowance (OHA) 7-B-7 
  Family Subsistence Supplemental Allowance (FSSA) 7-B-8 
  Officer Uniform Allowance Claim Worksheet (CG PSC-5100) 7-B-9 
  Combat SGLI Allowance 7-B-10 
 C. Savings Deposit Program  
  Savings Deposit Program 7-C-1 
 D. Bonuses  
  Career Status Bonus (CSB) 7-D-1 
    

8. Allotments, Bonds and Taxes 
 A. Allotments and Bonds  
  Allotments and Bonds 8-A-2 
  Allotment Checklist 8-A-4 
  Nonreceipt of an Allotment or Bond 8-A-5 
 B. Taxes  
  Federal Income Tax Withholding and Advance EIC 8-B-2 
  State Income Tax Withholding and State of Legal Residence 8-B-3 
  State Tax Listing 8-B-4 
  Income Tax Exclusion for Duty in Combat Zone 8-B-10 
  Information about the W-2 Form and How to Request a Duplicate or 

Corrected w-2 Form 
 
8-B-12 

  Request for Federal or State Tax Adjustments 8-B-15 
 C. Thrift Savings Plan (TSP)  
  Thrift Savings Plan (TSP) Overview 8-C-1 
  TSP Enrollment 8-C-5 
  Account Maintenance/Contribution Changes 8-C-7 
  TSP Catch-Up Program 8-C-9 
 

Continued on next page 



TABLE OF CONTENTS 

 
9. In-Service Debt Collection 

 A. Collections  
  Collection of JUMPS Overpayments  9-A-2 
  Collection of Other Debts 9-A-4 
 B. Remissions and Waivers  
  Remissions 9-B-2 
  Waivers 9-B-3 
    
10. Performance and Discipline 

 A. Performance  
  Administrative Remarks (CG-3307) 10-A-2 
  Reporting Medals and Awards 10-A-3 
  How to Complete the Enlisted Employee Review Worksheet  

for Units Without Direct Access Connectivity 10-A-4 

  Administrative Review of the Enlisted Employee Review Worksheet 10-A-9 
 B. Discipline  
  Nonjudicial Punishment (NJP) Checklist 10-B-2 
  Courts-Martial Checklist 10-B-3 
  Confinement Processing 10-B-4a 
  Appellate Processing 10-B-4d 
  Unauthorized Absence 10-B-5 
  Desertion 10-B-8 
  Reporting Return of Absentee or Deserter 10-B-11 
  Reporting Civil Arrest or Conviction 10-B-14 
    
11. Reserve Mobilization 
 The Mobilization Process 11-2 
 Types of Mobilization 11-5 
 Mobilization Orders 11-6 
 Pay Entitlements When Mobilized 11-8 
 Travel Entitlements When Mobilized 11-17 
 Other Entitlements When Mobilized 11-21 
 Mobilization Checklist 11-23 
 SPO Mobilization Procedures 11-26 
 Recall of Retired Members 11-30 
 Travel Claims During Mobilization Status 11-33 
 Monthly Verification Procedures 11-44 
 Extension of Mobilization Orders 11-45 
 The Demobilization Process 11-47 
 Demobilization Checklist 11-49 
 Medical Readiness  11-50 
 SPO Demobilization Procedures 11-51 
 TRICARE Benefits 11-53 

 

Table of Contents CH-13   vii



TABLE OF CONTENTS 
 

 CH-13 Table of Contents viii 

Enclosures and Appendices 

  
Enclosure (1) - Listing of Forms and Worksheets Available on PSC’s Web Site 
  
Enclosure (2) - Standard Abbreviations for Transfer of Personnel 
  
Enclosure (3) - Special Instructions for Block 12 of the CG-4251 (TDY Travel Order) 
  
Enclosure (4) - Standard Separation Letters 
  
Enclosure (5) - Vacant 
  
Enclosure (6) - Administrative Remarks Entries 
  
Enclosure (7) - Casualty Reporting Examples 
  
Enclosure (8) - Direct-Access Procedures 
  
Enclosure (9) - State & U.S. Possession/Foreign Country Abbreviation Codes 
  
Enclosure (10)- Vacant 
  
Enclosure (11)- Comment Form 

 
Appendix (A) - Vacant 
  
Appendix (B) - Reserved for DODINST 10000.13 (series), Identification (ID) Cards for Members of 

the Uniformed Services, Their Dependents, and Other Eligible Individuals, 
Instructions for the DD-1172 (Application for Uniformed Services ID Card) 

  
Appendix (C) - Computation of Service 
  
Appendix (D) - Reserved for PDR System (distributed by COMDT (CG-102)) 
  
Appendix (E) - Vacant 
  
Appendix (F) - LES Information 

  


	Continuance on Active Duty
	A.
	Maintenance of Personnel Information
	Miscellaneous
	Notification of Pay
	Special Pay
	Allowances
	Bonuses
	Allotments and Bonds

